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TO : Otpttty TNi>]F««toy (FIftat) 

SUBJECT: Admiaiatirative Flan £or SB Spcteiai Fvo|eet 
AEACBE > Uomestle Tiraftniag Station 



U Tb0 of tb« f>»o||el it tBe «a4 cqposatlan 

€d a demooHo fil«l4 alatloa for tbe ffoftfaf » aoaooomcat* traiaiag* briofiag* 
aa4 Froparatton for dtopatoh ol agaie^ la MUfiiMort of 



2, A foeaootio ffold tttMem, ham bmma o0foUi«Ao4 ia tfalo eoaatry 
«»4 is now ia oporatloa* tim boadfwtrtors lot tlui afotUm iaoladoo foo 
^Hoo of foe Cfoof 9i 8tatioa« tlw Adialaiittattro QIBeo* aa eporatfoas 
•ootlaa* aad a ofoittag ai^ asoosoiafat taotlaa. tha traiaooo aro 
apiattotod fo oaiidMMuioo looatod aaay foam Ikoa^oattota* 

3« Tbe ttalaoos aro foratoiMNi fuartors, food* clofoos, aad Sttcb 
oafortalMQaat at is doomed aoooisary l»y foe Cblol of )^Uoa from a 
naotalo otoadpoiat. They are goaoraJdy %md»r omtfoatod sarvoiUaaec 
aad aro ahvays ooeotrtod oa all trips to oEf^sito traiatag arM-s aad on 
all trips to and focma foe safohouoos. 

4. The otaiioa is aidag fotiled States ofBoiai oovor. At prosem 
it is aa aaaaa of tifo liN^artmoat of floalfo* EdaeaUen and Wollaro« 

Appioval 

$• This pro^oct aas origiiiaily aff rored hy ABSO on 22 Jonuary 
1992. The BC1« m $ hfoy 1912 a|f^roy«d[^ 2**^ T1 lands for 

fiscal year 1999» and in January 1993 he ajqyrove^J_ ^3^ FP 

funds for fiscal year 1953* On 24 August 1993 foe^l approved foe 
.SB Divistott's program for fiscal year 1954« This program included 
i.,, ABA CBS for fiscal yamt 19t4<, The budget for this 

project is now being reviewed by SB for foe purpose of recommending 
a reduction in foe project’s budget for 1934* 
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4* Tbtt «t^lke4 Admintsl«iiHv« Phut hma. t4e fitesi««ur»tiiee nl the 
»«»|HB«tive «0iee» «l md i« r«eomm«s4«4 U^t yma 
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Ff0|eet St«ff* £>i>/A 
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{28 l!fov««nlw» 1991) 
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SR Frojett • U^nnestic TrakloJung Sta^^ia 

^ y y 

I* Fluids sil&U be uiftd« ler tbe p»»|eet on tbe bi^sis of 

« detailed ^talMrteyly eperatlag budget pre|Mi.red by SR and e^aeturved in 
tilift €^ee el the CetuptfalUr* Flie aiaouat af tbe budget »ImII uet 
be ia caeeefl ef tbe axaeunt «f tte pye|eet ng^veeid fee tbe yetied tm4i 
•leUtl be la ace^daaee udlb tbe term# aad e«adStleae ^ th» peeleet 
a|!|if#iral« Tbe bwiget ebatl yteelde ^uede lee (I) ^ efusi^Bg eiii»«a«tt 0 
aad ifompnamUim payable at tlMi ela^tm* (F) ^ pturabaee ef e<|a^«eat, 
auteeaidiflee* aad enfipMes by ^ laegLeltee Of&ee aad» (t) e eiw yw w satftui | 
lee fltalf ecaplttyeeit eeeeet asseetatee » eeaeteaet eu^P»leya«a» wsd eewteact I 
ageate Uflitla la a he^ag etetue aesiigeed le tlui pee|aat» iMqrable by Ibe \ 
Flaaaae 

•i 

g. Fuads sball be adusaead lee tbe peejicet la aeiteedaaee wltb tbe 
detailed tq^aeaMag budget upc» iq^eepiHUile eeiitest by"l&< aad aU s«wb 
advaaees shall be eMeeded as aUebaeat eapapdtttoees at tbe ttme ef 
a^uaaee by tbe Ageaey. Fuads lee tbe stabba sbaU be aduMieed te tbe 

bis desigsee* fbe statiea may be adtuaeiMt funds 
preHde a aei^saasy uneblag lead* aad tbeesaltbe Isnda udQ geaesally 
be adaaaeed ia aauniats aet la eaeess el eeguleemeats fee SO days eaeept 
ta uaamal eleeuaistaaees. 

I* Tbe budget pee visiMis fee staOf empleyees aad aodUtaey peesoaael 
sball be suppeeted by a T/O pe«paeed tbe staiiea aad eeaeueeed la by 
SR aad the Peeeoaael Oi^ee. 

4* Tbe budget [^visleas lee eeeert assoebites* eesdeaot es^leyees* 
aad ceateaet ageate sball be suppeeted by a sumiaary sebe<tbils el re(|alee» 
meate peapaeed by tbe statioa aad eeaeueeed ia by SR aad te be af^eeved 
by Cbiaf Fl-Staif aad tbe Ferfi^iel Gdl^ee* 



5. Tbe budget previslims lee ^paiaees aad lee tbe etaeegeaey boIdJag 
^ eeeeulted ageate peadiiig lidS peoeesslag* peadbtg dlepateii» aad peadlag 
dlspesal sball be siqppeeted by a susaaiaey scbs^ale ef eaiitleenteats 
prepared by tbs sbittea aad eeaeuueed ta by $R aad appteved by Chief, 

FI Stall. 

0. The budget peevisieas lee tbe pueebase ef egutpaieat aad aute» 
aioblles and lee tbe leaeiag of real estate sball be suppeeted by a table 
er regaleemeats prepared by tbe stttiea aad ceaeuteed ia by SR aad tibs 
JU»giS:«des Olflee. «r(R^rT 
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II* yiiifeil 

7* A iaitfiMitiea #»tliaii3ig IIN« ol Itie CM«I ol 

S^tili«Na ftttd th« CM«f* A4ii(9tliiielaNi^ve ©0ke«» laeludiDiiS dt least tbe 
loUeerittg* sliaU M |^»e|mre4 bf ilH ««di tbe ©ICice sd tbe C«n»|»trelletr 
«4tln tbe e^ciurretice ef tbe 0&U^e #1 Henetal Couaseit 

a* ^liad tlui CMai A4oainislr«^ve 

sbatl ha«e aelbeelty mEj^md fo»4s loc tibe epeswtias 
iailteasee tbe steliea Itt ae«et4i»iee tbe detaile4 e|»exmtil^; 
btt^l idt fim siallMi* «iib|«et te tibe UmitetlAiis mgEedBiAf 

theeela* tk» pwi»v as^tewal ef SE »&d ^ €Hle« of 
tbe l^(iaKq»tr»U«r that! be vefalf e<l far aay ea^eadltiivc Sa 
e»a#tt af llTrtitattcwie ei^tisly laa^aed ia tbe budget* 

^Ria aulbatitf el IHt aad C9Cdaa eC tiss CatBt^{lteell«]r la 
dppfova mlaiaas af tba tedgat is sublaat to tbe ftHseisloti 
^t iay iuab MsaadBCkaats iMU aed iaaaease tbe total 
aanouat af tba bwigat to aa aaaaiait to toBaass od the total 
budget Itmitatowi ^to^eesly gaavtded to gatagraEb t of 
tibis Plan* 

b* I ^ tba @ld«f Admialstratiee 

Ofileev* aad toe Ftowtaae GiSEeW sbiill baes au^totity to ep«u 
aad uuitotato a Jatot toialc aeeettot* to pseudonym* for statton 
funds peaetdad toat; 

I* SE otoatoe tuto deelavaitoas ef toast* one 
to BXk uaaamed party and one to farar of the If* s. 
Qavsmmeat* to a farm prcseribed by tbs CMtfiee ai 
daaeral Oeuasel, saoauted by toe Chisi of Statom* 
toe Cbtef Admtolstrative tototoer aad toe Ftoaaee 
tolEeer* eaeertog toads to toe baab aoeeaat* Tbe 
deelarattoas ef toast stall be bold to custody by 
toe rtoaaee Mvlstoa* 

Z» Fuads may be udtodtatm- Irem toe bank 
aeceuat «nl7 es toe autonriaed slgnatur e of tmy two 
of toe lellowittg oiKcers:s(___^ ^ ^ the 

Gbiel Admtoistoatove Officer and toe Ftoaacb'Ofilicev. 



f* SSL will toraish toe Finance Mvision wito 
the name and address ef toe bwok to utoicb toe account 
is opeaed* toe title of toe account* and toe names of 
too persons authoriaed to withdraw funds from the 

at ceuat* . 
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9. AU |K»r«€»mel 9esi|^4 to tbe «<»tiOfk« otiiftt 
covert oflsooiatoa, epefleva cm9 eut-outs* sbftli bo staJf employoot, 
tiailitary {Kttscm&el or ee«itract emi^yeoe wbo sktUU b« r«eintl1M»d and 
l»roe«»sed regular Ageaey ebaaaole. 

9. T1hmi« cdYOft aaaoeialeit «^Hdl«rs fund eat«edta rodvtiilod by 

tlm A and K«MBraM»a«iii simM, a€ iba atatla^i sfeMiU bdv« la 

a||Mpaiwriatc '-aama elu»al£’''el<»ikfaa«« oaadiieMd by ilia 9ii«tlly tINEfla# 
and dbidl C/SI^ yrlar to toair toi«tal eontaat. Alt aoaoetetoa* 

«|NBitoa»* and ent-oata aball bava a covert seearlty eltoutnaco pwUtit to 
tbatv onaftoymoiil. 

10, All tojMaoaa eball bava a eovort cecarlty cloaraaeo and aball 
ototttoto a eoAtract vdtb the Agency yrior to tbalr tralntog fontod* Tbece 
aantoaeto aball be aasatoatod by SR In co^dtoattoa with ton etotMm and 
aball. be i^ntobvad by toe Sgeefai Coitoraetoag tolftoer. 

11* ssay autoorlMt eee^aaaatoay leave in U«a 

nl avavitopae ant to aneaed aefen earaed totya to be g^ven at tote entoftotowa 
ni a tratoitol eycle (abont alx tneatoa ) to qualified ataff enof'loyeee and 
tocttltary RerawaBel* 

iv« 

I9« All equiipment and suygdies for toe etotton shall be provided in 
a nuumer detornalaed by SR and the ingietles C^ice in nccordnauce ndto 
Ibe iMfovieiens of the npproved budget* 

19. All nutomobiles tor tbs stntton sbnll be ptotvided in n tnnnner 
detei^Bitoaed by SR and to>e logistics ©fflee In aecordnace vdtoi toe proviaiona 
ad tote iiqtobved’ budget. 

Id. All aa^bousea and training, sites tot toe etotloa aball be leased 
in' a aoannner .toitormined by SR and' toe IngiatieB Office* . to aneordanee 
nllb the provisions bl the approved budget. 

19. A storehouse shnU be mnintatosd tor training equipment, auto- 
moMle accessories, and special equto>^rnt held by the station* All such 
supplies and equipnaent sh^ be provided in a manner detorinined by SR 
and toe logistics Office in accordance with toe provisions of the approved 
bndgot. 

19. the 0toef Administrative ^toer eball 

have aulbority to make tmeriency panebaeee of equipmeat and supplies 

•* ♦***•“• 
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ahaU be by &ii explft&ftttOA of the emergency* which will he 

reviewed by SH and the l«ogisties C^lce* 

17. The ahftU matatnln inventory records of all property 

assigned to the station in accordance with Agency regulations. 

V. Travel Eapenae 

18» i ^ ahall have authority to l^pprove domestic 

travel amS^iaatfons and vouelMtra for all pereenaal aaaisned to the base 
and for all trainees within the prorlstoas of toe i^roved budget* SR and 
the Senior FI* PF* or PId &ta£f as i^psOpriato shall review the travel 
authoriaattous issued to determtee tout they erere in accordance with toe 
division* 8 policy In regard thereto* Repeated and foreign travel orders 
shall have’ the prior approval ^ the €lilef * SR or his desigwse and toe 
Senior FI* PP* Or PM Staff as appropriate* 

IP* All Stott en^loyees and military perstmnel shall be reimbursed 
for travel enpense in aecerdanee with Agency regulations* Ail covert 
uesoclateb and contract employees shall be reimbursed for travel expense 
in aceerdance witoi toe torms of toeir cosdraets* 

20*1 ^hidil have autooiNity to approve travel 

eupenee fw trainees <m an actoal* neceaeary* reasonable basis* The 
Case QIttcer escort of the traiuee(8) <m ths trip will pay all travel enpense 
and will submit toe travel enpense vottcher of the tratoee(s)* 

VI* Other Operatimtal Fatoeuee 

21* '^•tsUl have authority to ei^rove the settle* 

meat ^ disputes (otoer tlum fSose arising from Aifeacy persoanei servlee 
csstoiracts) ibvoiv^ damage to Uviag pnarters and oUwr such espease* 
pxw^dedi that the cost dees not eneeed $S0p* 00* that lor security r«msoas 
toe dispute must be settled Immediately* and that such dispute be rtported 
immediately to toe Chief the l^vlslmi ssid settlement ag^roved by bim* 
This autoerity shall be enerctsed only wimu neltoer normal nor special 
procaduree sppropriate to toe parttcnlar Insttuice can be securely used* 

In any case toiese unusual eaipensc itotns will be supported by a detailed 
expUmatton signed by toe sppropriate Case 0^ievr showing the reason for 
the estpense* All such cases shaU be reviewed by SR and the Senior FI* 
PF* or PM SttUtl as appropriate to determine that* when used* the special 
authority provided in this parai^aph was justtfied and for the purpose of 
providing policy guidance to the etotion.4 
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ZZ» jor th« Cbi«f A4mifii«tv»tlve OUtcev •bail 

bav« atitlN»fity to vo«enerfi tor loo4 parcltaoe4 tot eacli me«« 

ofiemlted hy t|i« base wttidti provisions c4 tho approvo4 budget lor the 
otatloa. 

VXBL 

g). _ ~J^or the Chiel Administrative ©itteer ehatl 

have aalh(»l^l% il^rove suelEreiitertainment and recreational etq^nse 
as l« doenaed aecoesary from a morale stan^eint for trainees vdtlila 
the provtaione of tiie approved budget. 

14. The vottoher for mdortaiameat and reereachmal mtmum ahall 
be eup^ted by a atatement from the eacort shoioing ^te and the paeu- 
deaym of each Agency repreaeatative and each trainee. 

SS. All vouchers for enterteinment and reereatieiinl enpenao ahall 
he rovlevred at leaal gparterly by SE and the OfiEice oi ^ Comn^ller for 
the pttvpoae of futafahing poiley guldaaee to the(_ _jregatdlng 

lutiaro cntortalntnent and roeroatiioaal eapenae. 

QC. AtMto Ma|nt«Ba«iee 

t4. thio^ ~l»r the Chief A^bninietrative Olfteer ahall 

have auibortty m approve autdl^Hle operatiag and maintenance enpenee 
eat' a riboonal^ and neeotaary baala. Theae enpenaea edit include 
omorgeney purehaaea «d tirea. batteriea. and ether parta and aceeeaortea 
neeeoiuary lor the proper operatlcm of the autonmblle. Mrcctiottal aigaale 
and Oide nUrrora may normally ba included as necessary for the proper 
operatten of the antomoMle. 

ht. and the JLos^tiaa Oifflce shall review all automobile opemiHng 
and ntatnloiiauico et^noe at least fttaibsriy for the pu^te of Ibrnlohing 
pphLoy ij^idanoe to tibt Chief of StatiUm regarding future automcMUo oporating 
and mnitiliaance expense. 

28. Th<{~ hall have authority to authorlne and approve 

on the spot settlement to aon^Xgency' persons for aulomol^ie aceidenta 
provided the amount ia not more than $256. 00 and j^t bto eetttemeat la 
neeeaaary for security reasons, provided that the' ^wiU 

make a survey of each claim in 4Mfceaii of $2i. 00 ai^ make a report to 
the Survey Review Board lor final aetton. The amount of claim paid by 
the ataPUm ahatt be charged to the employee a account pendini tho decioion 
oi fboi ^»r the Survey Revlosr Board as l^»propriah»• hi each 

case action will be tal»a against ^rd ^rtles. 
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W* '1^1 *3 CNICIeeir sitiMil 

Iwvc K» 0i«i|pk«d 

to 09St ii SO090 tikftii |U($d,dd ttiui tibut tk« 

«»• il#««0a#fy nmi 93 i^ wm$m 9 to to »^i4 »ttoa0to»g 

«att0ttat ftttiialtoau fill# toill ato toi^ to #0«l( »iii0l»^00fa0at 

fiT0m toi#d f«vti00 0^00 to4lc#to4* L 

« 0\i0y0|r of oftoh vi^oto to ««#••# «l $|SQ«90 n«d stols# * aopoot to the 
$wrtre|r ifteeieer Bofttd tot ItoftI fh# iMatooiKl tot ttotolta itold hy 

tlto itoMtoti eluiil h* ^luwri^d to to# ttol^dailto^ ftoodtof toai deeieien 

of to#^' J tor to# iurtey Betotoir' BoimNI #e tf^toirttote. 



K. itotoylty iwto Cettor 

f0« The Seewrlty dlGieet tot to«' etotom ehtoU he eeleetod or Af^toved 
try to# Seewrlly totoee* 



3t« The yt0|[|«m tot the eeleeton# itMl eioeoetteat tot aefelMmeee 
0h«U he devehqMid hy to# Betototly tofiltoet tot to# etototo# edto to« eoeevttteitee 
•f toe Stomtily CBftce aed tote ton^t iBvitoUto* 

)T« The eevev etoty let tom »ee«q^t0 tot eeeh aeleheeee eheU he 
toetelofped hy tlw seetorlty tolBeet'toei Ink J 

•ito eeeciitted to hy tow Seeittity «#d tod Hetet Stoetetoa* 

The iee»rtoy todtoeer (totol make a aetoitity e^ekjd each ^ 
eafhheoee at tea«t eeety eto eoetothe aad tefwtt hie toadtoge^]" ^ 

c ~J(W •fftOlWlaM MXtMb 

...W,.. mi *nfmut 

Sd* The Ftoaaee Ofltleet el the etatttoa ehall he'ayyroved or eeleeted 
hy to# OKto# el the Ges^totellet* 



39. The O^ice el toe Ceiaftteltot ehall teyiew the aeeeui&t yte- 
eedetee aev to etoteet at toe etatltoi aed ehill teeexatotiid aed atraage 
let the toetatoatoee tot ehaeget to pteeodiure eeatiaaty let the ytepet 
aeeewtotog tot all toad# aad tot tote fnrepifaiiea tot toe tegalted xeenthty 
teyeti#. 



Qi 



36. The «ta||i 0 a shall sehmlt eBoatoly l toa&iiil.,t^goyt#» slgpned by 
ayyteved hy toe Citoel ef hM-. Thee e repetts ahall 

etode at leaatti ^ 



a. 'A etatemeat sheedeg tow eeicwee el all tonds. 

b. a etateniiHit el diehett emeate elatellied by type 
«d' «^en 0 e ellb eeipittoga veaebet# aad teeetpl# ## # #tate- 
.ceeat ehentoag atoy b' ieeeiyt 'tua# aet ebtatoed^. 



«• A III ^ i^etsUag eic%i 

tlM nusnber lri^ m«*ls «e#v«4» «a4 ^ »vetAf • e<i«t nus«l. 

d* A »iat«m0«kt sii#iiia^ ^ deal el and 

usuMAlattABee td m«k aulosiebl^e ler t&e |»eti»4. 

^ 37. fim «ttenlbl|r CtoiuiejAl w*f^H ciHitl iaelitde a ca:tf itl caH Bm atiaad 
liy/ n la «ba i^ael daii tila atauimaat viitoaia* la liw %«il t - 

af Mi tbiaaiMidfi ead Mllaft ^ af utM^ In Hn fwalcMl* fm 

ikwiwialfti lAialt ba a«^al la Oia agil^aaaal al in. 

M» jraada aafKtadad iar tta m<M«at by tiia atalkai sliall hm alM*CPl 
ta atiqiie^ hf ^ 4alliaid«a4 (^IGlaar a« tila laalt «l tlia aliiUiHa 

aapaat afgiiavad by aad ^ #abuaa««M«la abilt ba laggiayiad 
ia acaaiNbausa adlb Ayaaey aagaliMlaas a« Uw faaidalw al Ibta FtauL All 
albaa Ibada ai^aadad laa tfeda f ra|aet artll ba aaaaadaaaa 

Afaaay ««i|iiteitoaa* 

Aad|l 

it. fba fiaalaat abatl ba aaiitad ai laast a»atatiy aad tba aadKi 
fiaa)fbnua aball ba danaaabaad aad asralad nit la aaaaadKaae adtb A|peaay 
aai^llaaa. 
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